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Approving Signature 

 Notes: In the event of an evacuation of the Austin Building, assigned floor 
monitors will assist in safely evacuating all employees from the 
building.  Elevators will not be in operation during an emergency 
evacuation.  Floor monitors should familiarize themselves with the 
exits from the building.  Refer to Policy ET-03136 Emergency 
Evacuation Plan on Treasury’s Intranet. 

 
 In case of severe weather, staff will evacuate to the lower level parking 

ramp.  Any employee observed starting a car should be asked to turn 
the motor off until the “all clear” sign has been received.  Elevators 
should only be used by individuals with disabilities who cannot exit via 
the stairs. 

 
 WHEN: Immediately Upon Hearing Emergency Alarm 

 
Head Monitor  1. Goes to center bank elevators on own floor and waits for all floor monitors 

to report that their areas are clear. 
 

Floor Monitor  2. Makes sure everyone in assigned area is evacuating the building. 
 

 A. Works with other floor monitors on floor to ensure all areas have been 
checked. 

 
  3. Meets individuals who need assistance exiting the building at their cubicle 

and helps them exit the building. 
 

 A. Reviews list of individuals needing assistance on the Floor Monitor 
List provided by the Treasury’s Health and Safety Agent. 

 
 B. If necessary, instructs individuals needing assistance to go to and 

remain in the fireproof stairwell on their floor with an assigned 
assistant/floor monitor until they can be assisted to the ground floor by 
emergency response personnel. 

 
 Note: Only the center and east stairwells lead directly to the ramp’s lower 

level.  Therefore, floor monitors should direct staff to the center and 
east stairwells in the event of tornado evacuation.  Appropriate 
stairwells will be marked with a ‘T’ above the door. 
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Floor Monitor 
(cont.) 

WHEN:  Area Has Been Evacuated 
 

  4. Reports to the head monitor located at center elevators that area has been 
cleared, indicating if there are individuals who need assistance and their 
location, and proceeds to the nearest exit. 

 
 WHEN: All Floor Monitors Have Reported 

 
Head Monitor  5. For fire evacuation, goes to the lobby desk and reports to Department of 

Management and Budget (DMB) Property Manager or emergency personnel 
that floor has been cleared and location of any individuals needing 
assistance.   

 
  6. For tornado evacuation, reports to DMB property manager in the ramp at 

the lower level center elevator lobby. 
 

All Monitors  7. If floor monitor cannot locate the head monitor or floor monitor fails to 
report to head monitor, each should proceed to the appropriate reporting 
area and report directly to the DMB Property Manager or emergency 
personnel. 

 
 WHEN:  Monitors Have Reported  

 
  8. Exits the building for fire evacuation or to the lower level ramp for tornado 

evacuation. 
 

   End 
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